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	Job Evaluation Code
	2110



	Job Title
	Administrative Officer (Research Finance) 


	School/Department/College
	Research & Innovation Services – European Grants and Major Projects

	Job Grade
	4

	Career Pathway
	Admin Support



Organisation Structure 
	
Insert Org Chart if available


	Post Responsible To
	Senior Finance Administrator

	Posts Responsible For
	n/a



Job Purpose
	
The role of the Finance Administrator will be based within the European Grants and Major Projects (Research Grants & Contracts section) of the University’s The Research Services department supporting the financial administration of externally funded (including European funding) large-scale research projects. 

Responsibilities will include the preparation of financial reports, monitoring budgets, account reconciliation and advising of cost eligibility and funder requirements, both internally to the University and external partners.

The European Grants and Major Projects Team covers both pre and post award management of finances from European Union sources such as Horizon Europe plus a limited number of certain large-scale, complex and match-funded awards from schemes such as UKRI’s Strength in Places Fund.




Duties and Responsibilities
	Key Duties
· Provide detailed advice and guidance on funder requirements and project financial management processes and procedures to internal and external customers, using judgement and creativity to suggest the most appropriate course of action, and contributing to the solving of more complex issues. 
· Prepare the University’s quarterly financial claims, for selected projects, to the funder in a timely manner, ensuring that all costs charged are in line with the relevant University and Funder Financial Regulations.
· Review project finances at negotiation and/or award stage and update systems with any changes accordingly.
· Collaborate with others to make recommendations to improve our ways of working.
· Establish productive relationships with key contacts to help improve service levels, developing appropriate communication links with the University’s Schools/Directorates and outside bodies as required.
· Manage any required grant audit certification processes.
· Monitor project budgets, prepare quarterly forecast reports, review exchange rates and advise Principal Investigators of any estimated under or overspends.
· Undertake a variety of administrative duties to support the team and department.
· Gather and analyse data from project financial reports to inform decisions, establish basic trends and patterns in expenditure when projects are not spending in line with agreed budget/profiles and create reports as appropriate.
· Ensure that all records relating to the University and project partners are maintained in line with University and Funder regulations and to satisfy internal and external audit requirements.
· Proactively gain up to date knowledge of the funder regulations, cost eligibility and supporting evidence and advise Principal Investigators, Project Managers, associated project team members and project partners of such requirements.

General Duties
· Abide by all University policies and undergo appropriate personal and professional development.
· Perform other duties occasionally which are not included above, but which will be consistent with the role.
· Ensure that an understanding of the importance of confidentiality is applied when undertaking all duties.
· Uphold the Professional Services Values & Behaviours or local equivalent.



Person Specification 
	Essential Criteria (maximum of 10)

	
Qualifications and Education
1. NVQ 3/A-Levels or equivalent qualification and/or experience in financial project management.
Knowledge, Skills and Experience
2. Substantial experience of working in a financial administrative role.
3. Specialist knowledge of monitoring budget expenditure and preparation of financial reports.
4. Ability to set up standard office systems and procedures and make improvements as appropriate.

Customer Service, Communication and Team Working

5. Ability to communicate specialist and complex information effectively and professionally to a range of customers with varying levels of understanding.
6. Proven ability to advise and influence key stakeholders.
7. Evidence of ability to explore customers’ needs and adapt the service accordingly to ensure a quality service is delivered.

Planning, Analysis and Problem solving

8. Evidence of ability to solve problems using initiative and creativity; identify and propose practical solutions and to resolve problems where there are a range of potential options available.
9. Evidence of ability to analyse processes and procedures and advise on improvements.
10. Evidence of ability to work unsupervised to deadlines, planning and setting priorities for own work.

	Desirable Criteria (if appropriate)

	
1. Experience of using Oracle financial accounting systems.
2. Experience of financial administration in a Higher Education or other public sector organisation.
3. Experience of external funding bodies funding rules and/or financial management of externally funded grants.
4. Fluency in Welsh, written and oral.
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